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CHAPTER I 



INTRODUCTION 

The word reports connotes varying things to different 
people. The business man would probably immediately envision 
the annual report if asked about the important reports in 
his business* the certified public accountant would think 
in terms of financial statements audited periodically; while 
the comptroller would possibly concentrate on operating or 
performance reports prepared to meet the needs of management. 

Literally, the word report , means to carry back, and 
is derived from the old french verb reporter . ^ v/ebster's 
Collegiate Dictionary defines a report as an official state- 
ment of facts, an account or relation, especially of some 
matter specifically investigated. Still another definition 
has been given that a report, whether prepared on a printed 
form or blank paper, is a medium used to forward information 
to others.^ Dr. Calvin D. Linton defines a report as an 
orderly and purposeful arrangement of the important facts 
relating to a single topic designed to support a specific 
conclusion. ^ The Navy defines a report as written narrative, 

^•C. D. Linton, How to ’-/rite Reports . (New York: Harper 
& Bros., 1954), p. 17. 

I. A. Herrmann, Office Methods. Systems and Procedures . 
(New York: The Ronald Press Company, 1950), p. 31. 

■^Linton, op. clt .. p. 17. 
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tabular, punch card, or graphic information transmitted from 
one office to another. 1 

The term report as used herein will be confined to 
those reports which have become known as internal managerial 
reports. Attention will be directed to this concept of reports 
as the working tools for management control in industry as 
well as government. 

In discussing management all key employees who are 
called upon to make decisions will be included, for actually 
it is the sales manager and the foreman in the shop who make 
the decisions that really prevent waste of material and man- 
power. It is the stock control supervisor rather than the pro- 
duction manager who provides adequate protection of inventories. 
No study of reports as the key to management control could 
feasibly neglect the level at which actual control is exer- 
cised. Control will be considered as including three component 
processes : 

1. Adoption of a plan. 

2. Reporting of actual performance as compared with 

the plan. _ 

3. Making decisions and taking action . d 

The success of a business depends upon managements' 

^U. 3. Navy, Reports Analysis and Control Program Manual . 
(NavExos P-614), Administrative Office, Department of the Navy, 
(Washington: Reprinted January 1955), P. 31. 

^M. S. Sutherland, "Internal Reports to Management," 

The Controller . (April 1955), p. 176. 
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decisions. These decisions shoul.l be baaed largely on facts 
and their Interpretations. 

Anyone who has witnessed the growth of a large and 
successful business from small beginnings can testify 
that at some point the growth process compels a period 
of readjustment- from management through personal 
supervision to the principal of management by organiza- 
tion. 1 

Management has three ways of obtaining information con- 
cerning what is happening in an organization: 

.1. Personal observation 

2. Contact with subordinates 

3. Reports^ 

In any large business enterprise or in the normal 
government agency it is no longer possible for the executive 
to personally observe all operations or to keep in constant 
contact with even the key subordinates; therefore as a 
substitute, management has resorted to the technical service 
of reports. 

While attempting to develop the criteria for reports 
and reporting systems that produce the type of reports that 
can be the key to management control it must be remembered 
that reports are an aid to and not a substitute for management. 
They are not an end in themselves. 

The development of reports which arc worthwhile tools for 



■*"T. F. Bradshaw & C. C. Hull, Controllershlp in Modern 
Management . (Chicago: Richard D. Irwin"]! Inc . , 1940 / p. ^5. 

^A. G-. Saunders & C. R. Anerson, Business Reports . 

(New York & London: McSraw-Hlll Book Co., 1950), p. 11. 
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management in modern industry and in government will be shown 
through presenting first, the principles of preparation and 
presentation of good reports; next, the factors of an effective 
reporting system will be given; followed by a discussion of 
current trends in reporting and finally, the comptrollers' 
responsibilities for reports will be outlined. From these 
segments it is hoped that we have conclusive evidence that: 

A properly controlled, well-planned system of reports 
is the hearts blood of an organisation's communication 
system. Reports used to transmit information of special 
interest and importance make possible the proper measure- 
ment of performance, ensure compliance with management 
policy and proper scheduling of work, and facilitate the 
coordination of widely dispersed and diversified operations. 



■^F. A. Lamperti & J. B. Thurston, Internal Auditing 
for Management . (New York: Frentlce-Hall, 1953), p. 231. 
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